
eMARS User Group Meeting 

April 25, 2013 



Agenda 

Opening Remarks        Barbara Aldridge-Montfort 

Ethnic Minority Vendors  Don Speer/Joan Graham 

EO1s     Don Speer/Joan Graham 

Year-End Reminders  Barbara Aldridge-Montfort 

PunchOut Demo   Barbara Aldridge-Montfort 

Q & A 



ETHNIC MINORITY BUSINESS  

SMALL PURCHASES 

 

REPORTING 
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Measures of Success 

• Success = 

Minority business registration in eMARS 

Quotes issued to ethnic minority 

businesses 

Quotes received from ethnic minority 

businesses 

Number of contracts with ethnic minority 

businesses 

Dollars spent with ethnic minority businesses 
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Procedure – RFQ vs. Email/Fax 

Agencies may 
choose to complete 
the RFQ process 

through SRW & EV 
to contract award 

OR request quotes from 
the vendors via email or 
fax & complete stand-

alone award 
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Reports 

• The Office of Procurement Services must 

submit quarterly reports to the Governor’s 

Office of Minority Empowerment. 

• OPS can only generate eMARS reports when 

the RFQ process is completed through 

SR/SRW to Award. 

• Agencies choosing not to complete the RFQ 

process through Award must submit quarterly 

reports to the Office of Procurement Services. 
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Reports 

• The reporting form will be available on the 

Office of Procurement Services website 
http://finance.ky.gov/offices/controller/Pages/ops.aspx  

• Agencies submitting reports will email them 

quarterly to OPS.Reporting@ky.gov. 
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http://finance.ky.gov/offices/controller/Pages/ops.aspx
mailto:OPS.Reporting@ky.gov


Report Template 
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Reminder - Cited Authority  

• Award documents must use one of the newly 

established cited authorities:  

KRS45A.100-RFQ(M)-G or KRS45A.100-RFQ(M)-S 

 

 
 

• Attach the D&F to the PO, PO2 or PRC. 
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Reminder - Determination & Finding 

10 

 



EO1 REMINDERS 

The Forgotten Fields 
 

11 



Completing the EO1 
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Completing the EO1 with accurate data will 

expedite the approval of your EO1. From an 

auditing perspective , accurate documents 

are essential.  



Complete All EO1 Fields Accurately 

Document Request Type Suggested Procurement Method(s)  Assumption 

1 One Time Purchase (POX, CTX) 

Submit Requisition or Special Authority or 

Emergency  or Agency Authority (when 

within Agency Small Purchase Authority) 

Vendor is not known therefore TBD in Vendor field is 

appropriate. If using Agency Authority because the 

procurement is a small purchase, include the Vendor name. 

2 Master Agreement (MA) 
Submit Requisition and Modify Existing 

Contract 

Vendor and Contract Number is known and should be 

populated on EO1. If Submit Requisition is the Suggested 

Procurement Type then TBD is appropriate for Vendor. 

3 MOA (PO2, PON2) Agency Authority 
Vendor and Contract Number is known and should be 

populated on EO1 

4 Personal Service Contract (PON2) 
Agency to Issue RFP or  Exemption or 

Modify an Existing Contract 

Vendor may or may not be known depending on Procurement 

Method 

5 Delivery Order (DO) Order from Existing Contract 
Vendor and Contract Number is known and should be 

populated on EO1 

6 Payment Document (PRC) 
Order from Existing Contract or Special 

Authority 

Vendor and Contract Number, if on existing contract, is known 

and should be populated on EO1 

7 Blanket Waiver Various 
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Special Authority 

• Remember that when you select Special 

Authority as the Procurement Method you are 

stating that the procurement is exempt from 

competitive bidding based on: 

– Sole Source - FAP111-08-00 

– Specified by Law or Regulation - FAP111-09-00 

– Not Practicable or Feasible to Bid - FAP111-10-00 

• Selecting Special Authority requires 

compliance with the appropriate FAP. 
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Required Affidavit for Bidders, 

Offerors, and Contractors 
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Affidavit Update 

• Effective May 1, 2013, the executed and 

notarized Required Affidavit for Bidders, 

Offerors and Contractors must be attached to 

the header of Agency PO’s and PO2’s. 

• Attaching the Affidavit will facilitate the 

auditing process and the document 

review/approval process.  
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Questions 



Year-End Reminders 



Closing Memo 

Fiscal Year 2013 Closing Memo posted at: 

 
http://finance.ky.gov/services/statewideacct/Pages/yearendsup

port.aspx 
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Physical Inventory 

FY 2013 Annual Physical Inventory due to the 
Office of the Controller Friday, May 31, 2013 
 Notify Auditor of Public Accounts Office (APA) 10 days 

prior to conducting inventory 

 FY 2013 is Real Property inventory year 
 Buildings, Land, Improvements Easements or other Intangibles 

should be included in inventory along with equipment and 
vehicles. 

 Compare vehicles listed in eMARS to those carried on 
your Agency’s insurance report 
 Fixed Assets – Vehicles report within infoAdvantage 

 Contact the Office of the Controller with questions: 502-
564-2210 
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New Year Table Initialization (NYTI) 

Occurs Thursday, May 9, 2013 

Creates FY14 records for all ACTIVE chart of 

account elements 

Effective dates on FY14 records will be blank 

Clean Up 

– Add Effective dates to FY14 records if applicable 

– Any records added to FY13 after May 10 will 

need to be added to FY14 if applicable 

 

 

 



New Year Contracts 

Do NOT enter the 
Fiscal Year (2014) on 
contracts created for 
the new year until after 
May 9, 2013 

Use PR07 Event Type 
on contracts until 
agency budgets are 
loaded in June 

New Year (FY2014) 

Contracts 



Encumbrance Clean Up 

  

 Clean up all unnecessary 
encumbrances 
―2302 Outstanding 

Encumbrance Report 
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PunchOut 



 What is PunchOut ? 

PunchOut is a new way for suppliers to offer 

the Commonwealth access to their products 

on contact 

PunchOut will streamline the procurement 

process from the OPS Buyer to the end user 

placing the order 

eMARS users will initiate shopping from 

within eMARS using a supplier web portal 

that displays contract items and prices 
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Catalog PunchOut Benefits 

Orders are entered directly into the suppliers’ 

systems resulting in faster delivery 

No need to fax or email DO documents to supplier 

An electronic order will be delivered to the punch-out 

enabled vendor 

Streamlined procurement process 

 Less chance of errors 

Consistent and reliable pricing and product 

information 

Real-time inventory information 
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Questions 


